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PART I - NOTIFICATIONS BY GOVERNMENT , HEADS OF DEPARTMENTS 

AND OTHER OFFICERS 


--X- 


NOTIFICATIONS BY GOVERNMENT 
FINANCE DEPARTMENT 

( HR - IV -FR & LR ) 


MAINTENANCE OF SERVICE REGISTER REPLACING THE SERVICE 

REGISTER WITH E - SERVICE REGISTER ( e - SR ) - REVISED ORDERS 
ISSUED . 


[GO.Ms.No.99, Finance (HR - IV - FR & LR ), 3rd December, 2020.] 
Read the following : 

1. G.O.Ms.No.200 , Finance & Planning ( FW.FR.I ) Dept. , Dt : 10.12.1999 . 
2. Office Memo No. F.No.21011 / 15 / 2010 ESH ( Allowance ) , GOI , Ministry of 

Personnel , Public Grievance , and Pension Department of Personnel Training , 

New Delhi , Dt : 05.04.2016 . 
3. G.O.Ms.No.99 , Finance ( HR - II - FR ) Department , Dt : 27.06.2018 . 
4. FINO - 160134 / 2 / 2020 - F -Sec - DTA , Dated : 10.05.2020 of the DTA , AP. 


ORDER : 

The Government of Andhra Pradesh , vide the reference 1st read above , has 
amended Annexure - II , Part - III read with Rule 74 ( a ) ( iv ) of the Fundamental Rules 
and prescribed Form - 10 for maintaining Service Registers of Gazetted and 
Non - Gazetted employees of the Government . 
2 . In the reference 2nd read above , the Government of India has suggested 
modernization of Service Register to make it user friendly . 
3 . In reference 3rd read above , Government has issued orders to substitute 
Form - 10 under Part IV of Annexure - ll , with e - Service Register ( e - SR ) in respect of all 
Government employees to whom Fundamental Rules apply . 
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4 . 


Based on the feedback of employee associations , DDOs , and considering the 
issues faced during the pilot implementation , the Director of Treasuries and Accounts , 
AP , Ibrahimpatnam , vide reference 4th read above , has suggested some modifications 
to the e - SR Proforma . 
5 . Government , after careful examination of proposal of the Director of Treasuries 
and Accounts , AP, in supersession of the orders issued in the reference 3rd cited 
hereby order that the e - SR shall be maintained as defined in the Annexure appended 
this order . 
6 . The updated version of the e - SR module contains the following screens through 
which the employees / DDOs have to enter required data . 


SI . No. 


Name of the Service 


Description 


PART - 1 


PERSONAL DETAILS 


PART - 2 


NOMINATIONS 


PART - 3 


SERVICE ( SR ) EVENTS 


Employees / DDOs can view and confirm 
the employee Personal Details such as 
name , gender , marital status , caste , Aadhar 
number etc. , Family Details , Education 
Details , Address Details and Home Town 
Details & wherever necessary they can 
enter required data . 
Employees / DDOs can enter nominee details of 
the employees. 
Employees / DDOs can enter historical data of 
various events ( such as appointment , service 
regularization , leave , transfer, increment, 
promotion ,etc. ) recorded in the existing service 
registers. The data is to be entered event - wise , 
in the same order , as they were entered in the 
service registers. 
This screen provides for entry oflatest LTC 
details . 
Employees / DDOs can enter details of training 
employees undergone & departmentaltests 
passed . 
Employees / DDOs can enter details of 
Incentives / Awards / Rewards / Seva Patakam 
etc. 
Employees / DDOs can upload mandatory 
documents such as ProofofDate of Birth ,etc. 
Employees / DDOs can enter details of various 
leaves availed . 
This screen provides for view and confirmation 
ofthe employee details by the employee / DDO . 
The service register of the employee also needs 
to be scanned and uploaded . 


LEAVE TRAVEL CONCESSION 
DETAILS 


PART - 4 


PART - 5 


DEPARTMENTAL TESTS AND 
TRAININGS DETAILS 


PART - 6 


INCENTIVES 


PART - 7 


DOCUMENT UPLOADS 


PART - 8 LEAVE LEDGER 


PART - 9 


e SR CONFIRMATION 
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7 . All the employees and DDOs are instructed to go through the e - SR user 
manual enclosed tothis GO , which provides step - by - step instructions on entry and 
confirmation of data by the employees / DDOs . The same is also available on the website 
esrap.gov.in . The User Manual also contains procedural guidelines to be followed for 
implementation of e - SR . 


8 . The Heads of Offices / Heads of Departments who maintain Service Registers 
of the employees are directed to enter all required data in the e - SR Module by 
31st December 2020 . 


SHAMSHER SINGH RAWAT, 
Principal Secretary to Government 
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E-SERVICEREGISTER(ANNEXURETOG.O.Ms.No.99,FINANCE(HR-IV-FR&LR)DEPARTMENT,Dt:3.12.2020) 


Thee-ServiceRegisterforGazettedandNon-GazettedemployeesoftheGovernment,aspertheamendedAnnexure-II,Part-111readwithRule 74(a)(iv)oftheFundamentalRules&Form-10shallbemaintainedasperthefollowinginstructions. 


1.TheHeadofoffice/DDO/Employeearecollectivelyresponsibleforuploadofe.SRdataoftheemployeesworkingintheoffice. 2.InrespectofGrant-in-AidemployeesdrawingsalariesunderDH/SDH060/061-GIAtowardssalaries,thesalarybillcountersigning 

authorityinGovernmentisresponsibleforuploadofe.SR. 3.InrespectofAllIndiaServiceofficers,thePAO,AP,Ibrahimpatnamshalluploade.SRdataintothesystemunderhisauthentication. 4.FortheemployeesinForeignServiceDeputation,thelastDDOinparentdepartmentisresponsibleforuploadofeSRdata. 


EMPLOYEESFORWHOOME.SRDATAISTOBEUPLOADED 


1.Allemployeeswhosesalaryisdrawnunder010-salaries. 2.AllGrant-in-AidemployeeswhosesalariesaredrawnunderDH/SDH060/061. 3.AllworkchargedemployeeswhosesalariesaredrawnunderDH/SDH070/071. 4.EmployeeinForeignServiceDeputation. 
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PROCEDUREFORUPLOADOFE.SRDATA. 


1.Thee.SRdatashallbeuploadedbyDDOinhttps://esr.ap.gov.in-portalusinghisCFMSIDasloginpassword. 2.TheHOO/DDOshallimmediatelyupdatealltheentriesinphysicalSRbeforecommencementofuploadofe.SRdata. 3.AllthepagesinthephysicalSRshallbescanned/uploadedbytheDDOintoe.SRmodule. 4.BeforescanningofpagesinphysicalSR,allthepagesinphysicalSR(s)shallbeseriallynumberedbytheDDObyaffixingastamponthe 

bottomofeachpagecontainingthewords“pagenoandalsoscanned/uploadedintoe.SR"underhis/hersignature.Betterifthe leaveaccount(EL/HPL)isscannedattheend.Attheendofeachscannedcopyofthee.SR,theDDOshallcertifythenumberofscanned 

pagesuploadedunderhissignature. 5.ThephysicalSRcanbescannedbytheDDObyusingconventionalscannersorbyusing"Lens"APPofMicrosoftCorporation. 6.UploadingofscannedSRshallbedonebyDDOusingbiometricauthentication. 


e-ServiceBookGuidelines 


7.Afteruploadofe.SRdata,thephysicalcopyofe.SRshallbeinthecustodyofpensionsanctioningAuthorityforwhichseparateorders 

willbeissuedbytheGovernmentfordiscontinuanceofphysicalSR. 8.InadditiontouploadingthescannedcopyoftheSR,theDDOshallentertheSRdataontherelevantcolumnsofe.SRdataentryapplication dulyattachingthefollowingdocuments. 

a)Latestphotograph b)SSCorequivalentcertificateasproofofDateofBirthforsuperiorserviceemployeesandTransfercertificate/relevantprooffor 

lastgradeserviceemployees. c)Castecertificate(forSC,ST,BConly) d)Aadharcard. 

e)MedicalCertificate(Disabledpersonsonly) 9.Afterentryofthedataintoe.SRapplication,theDDOshalldownloadthee.SRdataenteredinPDFformat,showittotheemployeefor 

cross-verificationandobtaintheemployee ssignatureonthePDFformatintokenofhavingsatisfiedwiththecorrectnessofDatauploaded intoHCMsystem.TheDDOshallalsoaffixhissignatureonthePDFformatanduploadinthee.SRapplicationunderhis/herbiometric 

authentication. 10.Afteruploadofe.SRdatabytheDDO,thedatashallbeescalatedtotheTreasury/PAOwherethesalarybilloftheemployeeisauditedand 

approved 11.TheTreasuryofficer/APAOshallcrossverifythedatauploadedineSRwiththeentriesinthescanned/uploadedcopyofthephysicalSR andconfirmthecorrectnessofDataentryofthefollowinginformation 

a)NameoftheemployeeasenteredintheSR. b)Dateofbirth c)Dateofinitialentryintoservice. 
d)Community 
e 
) 
Disabilities 
, 
if 
any f)LatestPayoftheemployee(bycrossverifyingwithFLYleafRegister) g)Postheldbytheemployeeasondate. h)ELbalanceoftheemployeeasondateofUpload. 

i)HPLbalanceoftheemployeeasondateofUpload. 12.TheTreasuryofficer/APAOshallconfirmtheaboveinformationunderbiometricauthentication.AfterconfirmationbytheTreasury 

officer/APAOonly,thee.SR.datashallbeuploadedintoHCMsystembytheSAPTeam. 
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e-ServiceBookGuidelines 


13.Theuploadofe.SR.dataintoHCMsystemshallbecompletedbyalltheDDOsby31/12/2020. 14.ThePAO,AP,Ibrahimpatnamshallco-ordinatethee.SRdataentryworkatHODofficeslevelandtheDTA,AP,Ibrahimpatnamshall 

Co-ordinateworkatDistrictlevelthroughnetworkofTreasuryofficers. 15.TheCEO,APCFSSshallorganizethedatastorageserversproperlyforsmoothuploadofe.SRdata. 16.Fortheemployeesexistingpriorto1-7-2020,theSRentrymaybetakenasanautomaticprocesswithdueacknowledgementbythe 

competentauthority. 17.Fortheemployeesappointedonorafter1-7-2020,uploadofeachrequiredcertificateismandatory. 18.DDOsmayraiseincidentinCFMSforresolutionofe-SRrelatedissues. 


Contents 


1.Aboutthee-ServiceBook. 


2.Rolewiseaccess 


ANDHRA PRADESH GAZETTE , December 12 , 2020 


3.Logindetails. 
4.e 
- 
Service 
Register 
Entry 


4.1.PersonalDetails 


4.2.NominationDetails 


4.3.ServiceEventsDetails 


4.4.LeaveTravelConcessionDetails 


4.5.DepartmentalTests&TrainingsDetails 4.6.IncentivesDetails 


4.7.EmployeeDocumentsUpload 
4.8.LeaveLedger 4.9.EeSRCONFIRMATION 


e-ServiceBookGuidelines 


1.Aboutthee-ServiceBook 


Thee-ServiceBookisapplication,whichallowstheemployeesgetaccesstoenterviewtheemployeeservicedetails.Thisapplicationwasdesigned anddevelopedbyFinanceDepartment,GovernmentofAndhraPradeshthroughAPCFSS. Thisapplicationreplacesthephysicalserviceregistersoftheemployeesandthedatarelatedwillbemaintainedonlineandcanbeaccessibleto theemployeesatanytime.Employeescanviewtheirownpersonaldetails,officialdocuments,paydrawndetails,leavedetailsandotherService details. Everyemployeewillhaveaccesstothee-servicebookwithsecuredlogincredentials.Initially,theEmployees/DDOsshallupdateallentriesinthe newformatsthroughthee-servicebookportal.Thisusermanualguidestheusersonhowtousethee-servicebookportalstep-by-stepthrough screenshotswhereverrequired. 
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2.ServiceAccess 


ThedecisionastowhethertheeSRdetailsaretobeenteredbytheDDOhimselforthroughtheemployeesislefttothediscretionoftheDDO basingonthenumberoftheemployeesworkingundertheDDO.Inthisportal,Employeescanentertheservicedetailswiththepermissionofthe DDO.DDOscanalsoenterandconfirmthedetailsoftheemployeesontheirownandTreasuryOfficers/PAOcanfurtherconfirmselect employee sservicedetails.TheuserscanaccesstheseservicesthroughauthorizedCFMSID. 


1.Employee 


Allemployeesneedtosubmittheirservicedetailsfrompart1topart9(submenus)undere-ServiceBookEntrymenu. Aftersubmittingthedetails,theseareavailableatoneplaceunderviewandconfirmsub-menu.Employeeneedtoconfirmtheservice details. 


O 
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TheconfirmeddetailswillbeavailableintheirrespectiveDDOsloginforfurtherverificationandconfirmation. 


e-ServiceBookGuidelines 


2.DDO: 


DDOhastosubmithis/herservicedetailsandfollowthestepsasmentionedinInstructionstoemployees Inaddition,DDOSwillgetthelistofemployee sservicedetailsforconfirmation,inhisherlogin. DDOhastogothrougheachemployee sdetailsandconfirmthesamethroughbiometricauthentication. 


3.SubtreasuryOfficer(STO)/PAO: 


STOPAOwillaccessView&Confirmsub-menu,checkandconfirm(9)selectdetailsoftheemployeewithreferencetoentries availableinthescannedcopyoftheSRandconfirmthesamethroughbiometricauthentication. 


Thestepbystepinstructionsonhowtousetheportalaregivenbelow: 
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3.LoginDetails 


1.EnterURLhttps://www.esr.ap.gov.intheaddressbar. 


2.PressEnter/ClickGo,thefollowingLoginpagewillappear. 


e-ServiceBookGuidelines 


E-SERVICEBOOK 

FINANCEDEPARTMENT GOVERNMENTOFANDHRAPRADESH 


3. 
Enter 
CFMS 
ID 
( 
i.e. 
8 digitsuniqueemployeeid). 4.AlsoEnterCFMSIDasinitial 


Instructions: 


Login 


1.EnterCFMSID(B-digitsi:ToknowtheCEMSID,pleasegotothe 

EmployeeserviceslinkinCFMSsite(https:cms.ap.gov.in 2.EnteryourPassword 

(DetaultpasswordwillbeyourCFMSD) 


passwordforinitiallogin (UpdatepasswordthroughthemenuitemChangepassword Afteryourinitiallogin) 


CFMSID 


3.ClickonLoginbutton 


Password 


4.AtterLoginPasswordChangeoptionwillbeenabled 5.ToaccessForgotPassword,MobilenumbershouldbeupdatedinHome 


Towndetallsduringpreviouslogin 


Login 


FormatFESTA 


Note:IfEmployeeforgotthepassworduse Forgotpassword option toresetpassword,newpasswordwillbesenttoemployeemapped 
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MobileNumber. 
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Login: 


E-SERVICEBOOK 

FINANCEDEPARTMENT GOVERNMENTOFANDHRAPRADESH 


Instructions: 


Login 


1.EnterCFMSID13-digits).ToknowtheCFMSID,pleasegotothe 

EmployeewerviceslinkinCFMSsite(httpsalcims.ap.gov.in) 


CEMSID 


2.EnteryourPassword 


DefaultpasswordwillbeyourCFMSID) 


14467103 


5. 
Click 
on" 
Login 
" 


3.ClickonLoginbutton 


Password 


button. 


4.AfterLogin,PasswordChangeoptionwillbeenabled 5.ToaccessForgotPassword,MobilenumbershouldbeupdatedinHome 


Towndetailsduringpreviouslogin 


Login 


ANDHRA PRADESH GAZETTE , December 12 , 2020 


GO s 


S.NoDescription 


Action 


Publicservices-ServiceBoot-MaintenanceofServiceBook-ReplatingtheexistingServiceBookwithe-ServiceBook-AmendmentteFundamentalRules provisions-Orders-issued 


6.Aftersuccessfulauthentication,systemwillnavigatetotheHomepageasshownbelowscreen. 7.Thispagecontainsemployeename&logoutoptionontherightsidecornerofthescreen,mainmenuontheleftsideofthescreen,andbasic 

instructionsonthehomepage. 
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Welcome!AMNUMANTHABAOLAKSHMIREZAWADKOEKIG 


Log-Out 


Instructions- 


FinanceDepartment 


deviceHookEntry 


Pleasefollowbelowstepsforenteringemployeeservicedetailsine-ServiceBook.Theentireprocessiscarriedatthree differentlevelsi.e,atemployeelevel,atDDOlevelandfinallyatHeadOfficelevel. 


LOLE 


Employee: 

1.Allemployeesneedtosubmittheirservicedetailsfrompart1topart12(submenus)undere-ServiceBookEntrymenu. 2.Aftersubmittingthedetails,theseareavailableatoneplaceunderviewandconfirmsub-menu.EmployeeneedtoconfirmtheservicedetailsthroughBlo-metric. 3.TheconfirmeddetailswillbeavailableintheirrespectiveDoosloginforPurtherconfirmationprocess. 


DD0s; 

1.DDDalsohastosubmitthistheservicedetailsandfollowthestepsasmentionedinInstructionstoemplates 2.DDouwillgetthelistofemployee sservicedetailsforconfirmation.Inhisherlogin 3.DDOhastogothrougheachemployee sdetailsandconfirmthesamethroughbiometricauthentication 4.AlltheemployeedetailswillbeavailableinHeadOfficeloginforfurtherconfirmation 


HeadOffice: 

1.HeadofficewillaccessView&Confirmsubmenu,checkeachandeveryemployeeservicedetailsandcontinentthesamethroughblametricauthentication 


8.Iftheuserisemployee,userhastoclickonthee-ServiceBookEntrymenuitemtoentertheservicedetailsintherespectivescreens. 9.IftheuserisDDOorSTO,ListofallemployeeswhosesalariesaredrawnandpaidundertheDDOcodewillappearunder Confirme-Service 

BookEntry menuitem.InadditionnamesoftheemployeeswhoarerelievedbytheDDOforFOREIGNSERVICEdeputationalsoappear 

In 
theDDO 
login. 10.Serviceformatswillappearwhenuserclickson"e-ServiceBookEntry"asshownbelow. 
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LastLoginFirstTimeLophWelcome!ABDULLASHAIK(14467108LogOut 


Instructions- 


AnanceDepartment Govt.ofAndraPrada 


Pleasefollowbelowstepsforenteringemployeeservicedetailsine-ServiceBook.Theentireprocessiscarriedatthree differentlevelsi.e.,atemployeelevel,atDDOlevelandfinallyatSTOlevel. 


ServiceBookEntry 


PART1PersonalDetails 


PARTZ.NominationDetails 


Employee: 

1.Allemployeesneedtosubmittheirservicedetailsfrompart1topart11(submenus)undere-ServiceBookEntrymenu 2.Aftersubmittingthedetails,theseareavailableatoneplaceunderEmployeeconfirmationsub-menu. 3.TheconfirmeddetailswillbeavailableintheirrespectiveDDOSloginforfurtherconfirmationprocess. 


PART3.SREvents 


PANT4LeaveTravel 

CorasonDELS 


9PARTS.DepartmentalTents& 

Trainingtals 


PART6.Incentive 


DD05; 

1.000alsohastosubmithistherservicedetailsandfollowthestepsasmentionedinInstructionstoemployees 2.DDOswillgetthelistofemployee sservicedetailsforconfirmation,Inhis/herlogin. 2.DDhastogothrougheachemployee sdetallsandconfirmthesamethroughbiometricauthentication 4.AlltheemployeedetallswillbeavailableinSTOloginforfurtherconfirmation 


>PART7.DocumentUploads 


»PART&LeaveLedger 


PART9.ESRConfirmation 
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ContactUs 


Part1:Employee PersonalDetails 


EnterEmployeebasicdetails,placeofbirth,disabledstatus, localstatus,familymemberdetails,educationaldetails, AddressdetailsandHometowndetails EnterNominationsforGratuity,GPF,APGLIalreadymadebytheemployeesandavailableinthe SR. 


Part2:NominationDetails 


Part3:SREvents 


Enterthedataasperthemanualserviceregister.Ineachofthe serviceevent.Therearemultipleoptionsavailable enablingtheemployeetoentereachandeverydetail 


Part4:LTCDetails 


EnterthelatestavailedLTCdetailsonlyandalsoconfirmwhether anywhereinthecountryfacilityisavailedornot. 


Part5: Departmental Tests/TrainingDetails 


EnterDepartmentalTestsandtrainingdetailsalreadyenteredintheSR. 


e-ServiceBookGuidelines 


Part6:Incentives 


Enterincentivessanctionedtotheemployee. 


Part 
7 
: 
Document 
Uploads 


UploademployeeLatestPhoto,AadharcardScannedCopy, SSCcertificateorSRextractpageforproofofDateofBirth, CasteCertificate(ifOtherthanOC),MedicalCertificate (ifemployeedisabled). 


Part8:LeaveLedger 


EntervarioustypesofLeavesearnedandavailedbytheemployeetilldateintheleave Ledgerchronologically.(I.eE.L,HPL,etc..creditsandbalances) 


Part9:ESRDataConfirmation 


Employee/DDOhastoconfirmthedatasubmitted.DDOhastoconfirmthedatawithbiometric Authentication.TheDDOhastosubmitthedataonlyafteruploadofscannedcopyofthe PhysicalSRoftheemployeeasdetailedintheguidelinesgivenabove. 
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ConfirmationbytheTreasuryofficer/ PAO 


AftersubmissionbytheDDO,entiredatagoestotheloginoftheaccountantintheconcerned Treasury/PAOwherethesalarybillispassed 
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4. 


e-ServiceBookEntry: 


Userhastoclickon Part1:PersonalDetails submenuitemundere-ServiceBookentrymenuitemtoenterthePersonaldetailsasshown below. 


i.EmployeeDetails: 


Mostop.VOWNOKIWIOSEPWalonAMOLAWAKATILogout 


AnanceDepartment 


EmployeeDecals 


FamilyDetails 


EducationDetails 


AddressDetails 


HomeTownDetails 


DieBookETT 


BasicDetailsinHRMS 


PARTIPER 


#PARTminDetais 


Name ABDULLA 


Gender Male| 


SHIK 


PARTLICHE 


DateofBirthDD/MM/YYYY) CLTD1991 


DateofEntryintoeleGovernmentService(DD/MM/YYYY) 


OTHO 


PART4.LIVETVE 


ARTDualTenis 

Trainingen 


BasicDetailsinESROfNameSurnameGenderADateofBirthandDateofJoiningareIncorrect,thenverltyandupdateit) 
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Nape 


Surname 


Gender 


Wten 


ABDULLA 


SHAIK 


Male 


PAR,Datenuploads 


DateofBirthDD/MMYT) 


DateofEntryPriortoGovernmentServiceDD/MM/YOptional) 


PART.LETLeda 


DateofEntryintoRegularGovernmentService( 

OYY) 07/06/2018 


07/081094 


PARTS,Como 


HRSD 


CEMSID 14467109 


Marista 


Category 


AddrarNumber 


Married 


ServiceHule 


ParentDepartment 

HOMOY-INTELLIGENCEDEPARTMENT 


GAD1504-APGENERALSUBORDINATESERVICERULES 


CBranch 


PostinParentDepartment 


SELECT 


BELECT 


Religjon 


LatestSalaryDuw.DOCCode-Mumber] 

27001002035 


EmployeePresents 

PROBATIONER(REGULARIZED) 


Hindu 


PlaceofBirth 


ThefollowingdatawillbeautopopulatedfromHRMSwitheditfacility(exceptHRMSIDandCFMSID) 

Name 


Surname 


Gender 
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DateofBirth 


DateofEntryintoGovernmentService 


HRMSID 


CFMSID 


SI.No 


Column(Field)Name 


TypeofField 


Remarks 


1.BasicDetails 


1 


Name 


DataEntry 


2 


Surname 


DataEntry 
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Gender 


AutopopulatedfromHRMSportal.If anycorrections,Employee/DDOcancorrectthenam 
oftheemployee AutopopulatedfromHRMSportal.If anycorrectionsEmployee/DDOcancorrecttheSurn 
oftheemployee AutopopulatedfromHRMSportal.If anycorrectionsEmployee/DDOcancorrecttheGend 
oftheemployee AutopopulatedfromHRMSportal.If anycorrectionsEmployee/DDOcancorrecttheDa 
Birthoftheemployee AutopopulatedfromHRMSportal.If anycorrectionsEmployee/DDOcancorrectthe DateofEntryintoRegularGovernmentServiceofthe employee 


Dropdownbox 


4 


DateofBirth(DD/MM/YYYY) 


Selectbox 


5 


DateofEntryintoRegularGovernment 


Selectbox 


6 


Service(DD/MM/YYYY) 


Selectbox 


SelectDateofEntryPriortoGovernment 


15 
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Service 


7 


DateofEntryPriortoGovernment Service(DD/MM/YYYY)(Optional) 


Readonly 
Readonly 


8 


9 


HRMSID 


Dropdownbox 


10 


CFMSID 


Dropdownbox 


AutopopulatedfromHRMSportal. AutopopulatedfromHRMSportal. SelectMaritalstatus(Eg:Married/Unmarried/Wid 
Divorced/Widower). Selectcastefortheemployee(SC/ST/BC-A/BC-B/ BC-C/BC-D/BC-E/OTHERS) AutopopulatedfromHRMSportal.If anycorrectionsEmployee/DDOcancorrectthe aadharnumberoftheemployee 


11 


AadharNumber 


DataEntry 


12 


ParentDepartment 


Dropdownbox 


PleaseselectParentDepartment. 
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ServiceRule 


Dropdownbox 


PleaseselectServiceRule. 


14 


Class/Branch 


Dropdownbox 


SelectClass/Branchfortheemployee(BRANCH-I/ BRANCH-II/NONE) 


15 


PostinParentDepartment 


Dropdownbox 


PleaseselectPostinParentDepartment. 


16 


LatestSalaryDrawnDDOCode(11-digitnumDataEntry 


EnterLatestSalaryDrawnDDOCode. 


17 


EmployeePresentStatus 


Dropdownbox 


PleaseselectEmployeePresentStatus. 
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Religion 


Dropdownbox 


PleaseselectReligionfortheemployee(Hindu/ 


Islam/Christianity/Buddhism/Sikh/Jain) 


2.PlaceofBirth 


1 


State 


Dropdownbox 


PleaseselectState. 


2 


District 


Dropdownbox 


PleaseselectDistrict. 


3 


Mandal 


Dropdownbox 


PleaseselectMandal. 
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Village 


Dropdownbox 


PleaseselectVillage 


5 


Pincode 


DataEntry 
Readonly 


PleaseentersixdigitPincode 
Autopopulated 
. 


co 


Nationality 


3.LocalStatus 


1 


State 


Dropdownbox 


PleaseselectState. 


2 


District 


PleaseselectDistrict. 


3 


RevenueDivision 


Dropdownbox Dropdownbox Dropdownbox 


PleaseselectRevenueDivision. 


4 


Mandal 


PleaseselectMandal. 


4.DifferentlyAbled DifferentlyAbled 


1 


Dropdownbox 


PleaseselectDifferentlyAbledfortheemployee (NOIORTHO/DEAF&DUMB/VISUAL) 
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5.PFDetails 


1 


TypeofGPF 


Dropdownbox 


PleaseselectTypeofGPFfortheemployee (GPF(AG)/CLASSIVGPF/ZPPF/CPS/ 


APPLICABLE) 


2 


ProvidentFundAccountNumber 


DataEntry 


PleaseenterProvidentFundAccountNumber. 


6.OtherDetails 


1 


IdentificationMarks(AsperSSC)/ 


DataEntry 


ServiceRegister 


PleaseenterIdentificationMarks(AsperSSC)/ ServiceRegisterinoneandtwocolumnsforthe employee. 


2 


Height(incm) 


DataEntry 


PleaseenterHeightfortheemployee. 
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ii.EamilymemberDetails: Employeehastoenterthefamilymemberdetails.Employeecanadd,editanddeletethedata.Onceallthedetailsarefilledupinthissection, employeeshouldsavethedata. 


IanLoghPreslTowLageWereMETULSWA14676/Logout 


0 


EmployeeDecallsRallyDetailsEducationDetailsAddressDetallsHomeTownDecals 


WitadHusturdBothareGovernmentEmployees 

,thefirsttilandtheirbrotOldende. 
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Alon 


FlyDetails 


StatusforDuuchter 


DON 


ATE 


BALE 


Deal 


ULYATORMarea 


NANNI 


BHAK 


Mother 


Select 


V 


10/09/1968 


7959059912 


B3D1D90 


Unemployed 


Seled 


V 


SI.No 


Column(Field)Name 


TypeofField 


Remarks 


FAMILYMEMBERDETAILS 


1 


Name 


DataEntry 


Pleaseenternameofemployee Andalsofamilymembers. 


2 


Surname 


DataEntry 


Pleaseentersurnameofemployee 
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Andalsofamilymembers. 


3 


Relationship 


Dropdownbox 


PleaseselectRelationshipof 
the 
employee 
. 


4 


IsAlive? 


Dropdownbox 


PleaseselectIsAliveof 
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iii 
. 
Education 
Details 
: Employeehastoentertheeducationdetailsinchronologicalorder.Employeecanedit/deletethedata.Onceallthedetailsarefilledupinthis section,employeeshouldsavethedata. 
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iv.AddressDetails: EmployeehastoenterthePermanentaddressandcommunicationaddressdetails.Usercanselectthecheckbox"Clickhereifcommunication addressissameaspermanentaddress"ifbothcommunicationaddressandpermanentaddressaresame.Thenthedatainpermanentaddress willbeauto-populatedincommunicationaddresstoavoidthedatare-entry.Onceallthedetailsarefilledupinthissection,employeeshould savethedata. 
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v.HometownDetails: EmployeehastoentertheHometowndetails.Thesedetailscanbemodifiedonlytwotimesintheentireemployee sservice.Onceallthedetails arefilledupinthissection,employeeshouldsavethedata. 
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Part2:NominationDetails: 

Employeehastoenterthenominee sdetailsforGratuityandGPF/PRAN.Provisionisgiventoedit/deletethedata.Onceallthedetailsare filledupinthissection,employeeshouldsavethedata. 
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Part3:SREvents Userhastoclickon Part3:SREvents submenuitemundere-ServiceBookentrymenuitemtorecordalltheserviceeventsintothise-Service register.Theelementstoberecordedareasfollows: 1.Appointment 2.Regularization 
3.Probation 4.ChangeinPay 


5.LeavesAvailed 


6.Transfers 


7.Promotions 
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Theabovelistisprovidedasdropdown,employeehastoselecttheeventnameandeventdateandclickon“ADD"button.Dialogueboxeswill bepoppedupforeachoftheevent,inwhichemployeeentersthedataasperthemanualserviceregister.Ineachoftheserviceevent,there weremultipleoptionsavailableenablingtheemployeetoentereachandeverydetail.Onceallthedetailsarefilledupineachofthesection concerned,employeeshouldsavethedata. 


Aftersavingthedataintherespectivedialogueboxes,themainpageoftheeventcapturingscreenwillbevisibletoviewtherecordedevents. Furthermodificationstotheentereddataisenabledinthissystemasshownbelow. 
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Aseparaterowisavailabletofurtheraddtheeventsandemployeehastofollowtheproceduretoenterthedataasmentionedabove.The screenforthisisviewedasbelow.Aseparatecolumnbyname"DataEntered"willbegeneratedwithmaindetails. 


Selectparticulareventfromthedropdownandclickon"ADD"buttonforaddingthedetailsasshownbelow. 
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I.SREvent-Hiring: 

Employeehastoenterhis/herhiringdetails.Therearefouroptionsavailablein"Typeofhiring".Ifemployeeselectsthe"Typeofhiring"from thedropdownthentherespectivefieldswillbevisiblefordataentry. 
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Hiring:DirectRecruitment 


IfemployeeishiredthroughDirectRecruitment,thenemployeehastoenterthedetailslikeappointment,post,andtimescale.Onceallthe detailsarefilledupinthissection,employeeshouldsavethedata. 
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Class/Branch 


Dropdown Dropdown Dropdown Dropdown Dropdown 


SelectClass/Branch 
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>Hiring:ConversionfromContingentService Ifemployeeishiredthrough"Conversionfromcontingentservice",thenemployeehastoenterthecontingentservicedepartment,post,newly appointeddepartment,post,andtimescaledetails.Onceallthedetailsarefilledupinthissection,employeeshouldsavethedata. 
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Hiring:Redeployment 


SREventsAppointment 
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Ifemployeeishiredthrough"Redeployment",thenemployeehastoenterthedepartment,postfromwhichhe/sheredeployedandalsoenters newlyappointeddepartment,post,andtimescaledetails.Onceallthedetailsarefilledupinthissection,employeeshouldsavethedata. 
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Hiring:Emergencyservice Ifemployeeishiredthrough“EmergencyService",thenemployeehastoenterthedepartment,postandtimescaledetails.Onceallthedetails arefilledupinthissection,employeeshouldsavethedata. 
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SREventsRegularization 
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SREvent>>Probation: >Probation: 
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Change-in-pay:AnnualIncrement 
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